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SENIOR JUSTICES AND JUDGES PROGRAM COORDINATOR 
 
Under the direction of the Director of the Administrative Office of the Courts (AOC), this position is 
responsible for directing the Senior Justices and Judges Program, making assignments of justices and 
judges to various courts.  Incumbent must have working knowledge of office computer applications in 
order to compile and prepare correspondence and spreadsheets; plan, organize, assign, supervise, review, 
and evaluate the work of assigned justices and judges; develop and implement goals, objectives and 
policies, procedures, and work standards for the program; collect and analyze program statistics and 
performance indicators; develop, administer, and monitor the program budget; and other responsibilities 
and tasks as assigned. 
 
The incumbent will be required to attend meetings outside of normal working hours; work occasional 
evening and weekend hours; and may be required to travel statewide as necessary. 
 
This position may be located in Las Vegas or Carson City. 
 
Education and Experience: 

Bachelor's degree from an accredited college or university in a related field (court, business or public 
administration) and three to five years experience in the field; OR an equivalent combination of 
education and experience on a year-for-year basis.  JD degree and admission to the State Bar of 
Nevada is desirable but not required. 

 
Salary Range:   

$46,833.84 - $76,504.32 DOE, employee/employer paid retirement. 
 
Application Process: 

Interested applicants must submit original documents; no faxes or emails will be accepted.  Please 
submit original cover letter, resume and the Supreme Court of Nevada Employment Application to: 
 

Denise R. Kawkeka, Personnel Analyst 
Administrative Office of the Courts 
Supreme Court Building 
201 South Carson Street, Suite 250 
Carson City, Nevada 89701-4702 

 
The deadline to submit applications is September 29, 2006.  Applications received or postmarked 
after this date will not be accepted.  The Supreme Court of Nevada Employment Application is 
available at www.nvsupremecourt.us, click on Court Information in the left column and choose the 
employment link.  The Supreme Court of Nevada is an equal opportunity employer.  If accommodation 
for a disability is needed during the application or examination process, contact the Personnel Analyst at 
775.684.1709. 


